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The Information Management Bulletin 
reports on the trends and issues in the field 
of information management that are 
relevant to the work of the Government of 
Canada. The bulletin is specifically 
concerned with the strategic use of informa- 
tion, and the management of information 
holdings and information technology. 


Our audience is the senior officials of 
government departments and agencies who 
are responsible for managing information 
holdings and technology. Our audience also 
includes line managers, who use informa- 
tion every day. 


The Information Management Bulletin is 
published quarterly, and is co-sponsored by 
the National Archives of Canada and the 
Treasury Board Secretariat. 


We welcome your articles and letters. Please 
include your name, address, and telephone 
number. Should we decide to publish your 
work, your name will be included with it. 


Published contributions may be edited for 
length or clarity. 


The opinions of contributors are their 
responsibility, not the responsibility of the 
IMB or its sponsor organizations. 


To submit articles or letters, receive the bul- 
letin, or change your mailing address, write 
or fax to: 


Information Management Bulletin 
National Archives of Canada 

395 Wellington Street 

Ottawa, Ontario K1A ON3 

Fax: (819) 953-5714. 


Managing editor: 
Robert Czerny 
telephone (819) 953-2568 
facsimile (819) 953-5714 


French editors: 
Michele Bisson and 
Francois Guindon 


English editors: 
Sean Saunders and 
Arnold Wood 
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To our 
readers 


Information management has changed greatly in the past decade. Automation and 
telecommunications have become hallmarks of every type of modern enterprise. 
Within the federal government, new or revised laws and policies have brought 
about a framework within which, now more than ever, information is a corporate 
resource and a public trust. 


At the same time, we have moved to a regime of diminished central control and 
increased empowerment throughout the federal government. Agencies with central 
or lead roles — such as the roles of Treasury Board Secretariat and the National 
Archives of Canada in information management — are partners in providing guid- 
ance and services. Moreover, all federal institutions are partners in finding ever bet- 
ter ways to achieve business ends, serve the public, preserve a common corporate 
memory and implement the laws that govern information management. 


This bulletin is a forum for all of us to share our discoveries, insights and concerns. 
We invite you to take an active role in it as contributors and readers. 


lan D. Clark 
Treasury Board Secretariat 


Jean-Pierre Wallot 
National Archives of Canada 


Greg Newton 
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The decade-long revolution in information technology has left Treasury Board Secretariat and 
National Archives facing common concerns in the area of information management. 
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Treasury Board 
Secretariat launches 
Partnership 
Publishing series 


Central agency advice on communica- 
tions, security, and information manage- 
ment has taken on a new tone in recent 
years. These fields have become too 
complex and now change too quickly 
for one or two agencies to develop, test, 
and issue the guidance that government 
departments require. Collaboration has 
become the order of the day, which has 
led Treasury Board Secretariat to intro- 
duce the Partnership Publishing series. 


Michael Nelson, a manager in the Infor- 
mation Management Practices Division 
of Treasury Board Secretariat, sees the 
new series of publications as a reflection 
of the 90s. “Faced with declining 
resources and interconnected man- 
dates,” he remarks, “government bodies 
are finding the benefits of partnership 
increasingly attractive.” 


This periodical, the Information Man- 
agement Bulletin, is the fourth member 
of the series. The first three titles in the 
series dealt with Communications — 

A Guide to Good Communications 
Management, Security — Business 
Resumption Planning: Technical 
Standards and Information 
Management — A Primer on Databases 
for Managers. Representatives from 
over twenty federal 


Partnership Publishing Series 


“Faced with declining 
resources and interconnected 
mandates, government bodies 
are finding the benefits of 
partnership increasingly 
attractive.” 


organizations collaborated to produce 
them, including Alan Way, the senior 
design advisor at Treasury Board 
Secretariat who created their “family 
look.” 


As Mr. Clark and Dr. Wallot mention in 
their article, all of us will benefit if depart- 
ments concerned with the theory and 
practice of information management 
convey their “discoveries, insights and 
concerns” to their colleagues throughout 
the federal government. 


If you feel that your information manage- 
ment experience would be valuable to 
others, there are two ways you can 
share it. You can submit or propose arti- 
cles to the managing editor of this bul- 
letin. Or, if you would like to propose a 
more extensive publication, you can get 
in touch with Michael Nelson at 

(613) 957-2478, or fax (613) 996-2690. 


Louise Kebe 
Treasury Board Secretariat 


Making integrated informa- 
tion management happen 


The new information 
specialist: 
A “generalist” 


This article is adapted from part of 
Francois Pagé’s talk to a joint meeting 
of the Society of Canadian Office 
Automation Professionals and the 
Canadian Public Personnel Manage- 
ment Association. At that time, Pagé 
was Director General of Management 
Services at Environment Canada. 


According to Francois Page, the “new 
information specialist” is a myth. 


In his presentation, Page stressed that 
we have always had many information 
specialists — each with their own 
contribution to make. For instance, 
library and records specialists have skills 
in subject classification, cataloguing, 
indexing, document retrieval, and 
vocabulary control. Data administrators 
have specialist skills in data modelling. 


And there are specialists in the policy- 
sensitive areas of access to information, 
privacy, public opinion research, and 
communications. 


Page, currently Green Plan Regional Co- 
ordinator at Environment Canada, does 
not expect such specialists to acquire 
the skills and knowledge base to oper- 
ate in several or all of these areas. 


Instead, Page stresses that what has 
begun to emerge is a new “Information 
Generalist,” equipped with a new set of 
Skills. 


The information generalist will under- 
stand the fundamentals of the various 
disciplines without the detail. Pagé lists 
these desirable attributes for the future 
information leader: 

m conceptual and analytical skills; 

m creative and integrative skills: 


m project planning and management 
skills; 


m leadership skills; and 


m™ communications and marketing skills. 
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Our existing information specialists will 
continue to make a significant contribu- 
tion, and each must be open to other 
disciplines and willing to learn and grow. 


But given all the openness and all the 
willingness in the world, information 
specialists cannot make integrated 
information management happen. 


The new “Information Generalist” will 
make it happen. 


The information generalist’s 
primary goal is the organiza- 
tion’s optimum performance. 


While not necessarily the “Chief Infor- 
mation Officer,” this individual must 
necessarily have the “Executive View.” 
Bringing a balanced perspective on 
information resource management to 
the organization, the information gener- 
alist has, as his or her primary goal, 

the organization’s optimum perfor- 
mance and not simply information 
management. 


In fact, our information generalist may, 
in the future, be as much concerned 
with managing access to information 
outside the control of the organization 
as managing holdings inside the 
institution. 


A valuable but fragile 
resource 


Electronic memory 


This article is based on a presentation 
John McDonald gave, most recently, to 
participants in the National Archives 
course “Recorded Information: The 
Manager's Role.” 


Multiply the accidental loss or deletion 
of an electronic document from your 
personal computer a thousand times or, 
depending on the size of your depart- 
ment, ten thousand times, and you can 
begin to appreciate the challenges orga- 
nizations face in maintaining their elec- 
tronic records holdings. 


The National Archives’ John McDonald 
described threats to this valuable but 
fragile resource from five areas: media, 
environment, documentation, technolo- 
gy and accountability. 


The first, the least significant, and the 
one with which we are most familiar, is 
media. Magnetic media (tapes and 
disks) are adequate as information carri- 
ers for about 20 years. Then, they begin 
to deteriorate (many archives do not 
trust them after 10 years). Even optical 
disks are considered stable for only 
about 10 to 30 years. 


The second factor is the environment 
within which the records are stored. 
Information stored on magnetic media 
can be lost if they are subject to 
extremes in temperature and humidity 
or exposed to dust. 


But media and environmental conditions 
pale against the next three factors. 
Electronic records are useless unless 
there is sufficient documentation to per- 
mit users to have both physical control 
over and intellectual access to the 
records. 


They are also useless if they were creat- 
ed using hardware and software that 
has changed through time or no longer 
exists. 


Above all, electronic records can be lost 


if accountability for their care and han- 
dling has not been assigned. 


McDonald considers the last issue, the 
“people” issue, to be the most signifi- 
cant. The lack of policy, the failure to 
assign accountability to one or more 
individuals and the absence of individu- 
als to assume responsibility for the 
records is probably the single most 
important factor to affect an organiza- 
tion’s ability to manage its electronic 
memory. 


The “people” issue is the 
single most important factor 
to affect an organization's 
ability to manage its 
electronic memory. 


To meet the challenges, organizations 
can begin by properly caring for the 
media that store electronic records that 
are crucial to the conduct of the busi- 
ness and their ability to hold themselves 
accountable pursuant to laws and poli- 
cies. Institutions can store these media 
in proper environmental conditions. 


They can establish documentation stan- 
dards that will permit them to under- 
stand the content of their electronic 


John McDonald of the National Archives ts respon- 
sible for a program that assists government institu- 
tions in managing their corporate memory. 
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records holdings and, above all, the 
context in which they were created. 
They can format them to be accessible 
regardless of changes that occur in 
technology or permit the records to be 
migrated easily as the technology 
changes. 


Finally, and most important, they can 
establish an accountability framework 
that assigns responsibility for electronic 
records to skilled and knowledgeable 
individuals. The framework must also 
ensure that accountability and responsi- 
bility are not fragmented among staff. 
Such an accountability framework must 
be based on a comprehensive policy 
that, ideally, addresses all recorded 
information. 


All these issues should be addressed as 
part of each stage of the development 
or maintenance of an information sys- 
tem (that is, not just at the design stage 
but at all stages — from planning 
through to evaluation and review). 


If this does not occur, then a recent pre- 
diction by the National Archivist may yet 
be realized. Acknowledging the issues 
surrounding electronic records, he sug- 
gested that the 1990s may be the most 
poorly documented decade of the twen- 
tieth century. 


The medium of 
choice 


This article draws upon material from 
Doug Taylor-Munro’s “Acquiring 
Electronic Records of TNO” and 

Paul Marsden’s “Archival Processing 
of Electronic Records.” Both articles 
appeared in Machine Readable 
Records (a National Archives 


publication). 


A preliminary examination of the records 
of the Trade Negotiations Office (TNO) 
points to electronic — not paper — 
records as the medium public servants 
most often used to support and docu- 
ment the difficult and protracted negoti- 
ations leading up to the Free Trade 
Agreement. 


Archival transfer of the TNO records 
allowed archivists to examine the impact 
of new technologies on information 
management practices in a modern 
organization. 


Data sets were passed from 
European capitals to Ottawa 
and then on to Canadian 
negotiators in Washington 

— without the electronic plane 
ever touching a paper runway. 


For example, they found that sets of 
data had been downloaded from data- 
bases all over the world. And, because 
the Canadian team only seized upon 
those data sets they needed to buttress 
the Canadian case, the TNO databases 
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are, in that sense, incomplete, and their 
origins sometimes unknown. 


Once the data sets arrived at the TNO, 
they became part of an office automa- 
tion system: word processing, electronic 
mail, soreadsheets, data processing, 
and graphics packages were used to 
manipulate and transmit data within the 
office. Copies were sent via modem to 
other offices involved in the negotiations. 


Data sets that were originally download- 
ed from European capitals to Ottawa 
could then be passed on to Canadian 
negotiators in Washington — without 
the electronic plane ever touching a 
paper runway. 


For a government information manager, 
these admittedly preliminary findings 
raise serious questions: 


gw |f electronic information is critical to 

an organization’s work, is it being 
captured and organized in electronic 
form? (This requires technical fea- 
tures such as adequate computer 
memory, and conceptual features 
such as subject classification sys- 
tems for electronic records.) 


gm Alternatively, are paper-based 
records offices capturing the informa- 
tion the organization really needs to 
support its programs and document 
its decisions? 


If the record of most use is increasingly 
confined to the electronic equivalent of 
an employee’s briefcase, information 
may not be shared effectively within the 
organization — and the information may 
not endure beyond the tenure of that 
employee. 


AND RISK UNCOVERING 
| SOMETHING THAT NEEDS 
To STAY LOST? 
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Guidelines 
on ministers’ 
records 


As part of its mandate to preserve 
Canada’s archival heritage, the National 
Archives collects the historical records 
of the Government of Canada and the 
archival papers of our prime ministers, 
cabinet ministers, and other parliamen- 
tarians. 


The National Archives of Canada Act 
also states that ministerial records, like 
records under the control of a govern- 
ment institution, cannot be destroyed 
without the consent of the National 
Archivist. The identification and preser- 
vation of the records of cabinet minis- 
ters are of prime concern to the 
Archivist. 


Guidelines for Managing Recorded 
Information in a Minister's Office will 
assist ministerial as well as departmen- 
tal staff. It discusses the legislative and 
operational requirements that have an 
impact on how the information in a min- 
ister’s office is organized and managed, 
and explains what records need to be 
kept, where to keep them, and how to 
dispose of them. 


Copies of the Guidelines will be sent 
to ministers’ offices and to MGIH 
coordinators. 


A one-day course, a short video, and 
briefing sessions are also available. For 
advice or information call the 
Government Records Branch at 


(819) 953-2569, or fax (819) 953-5714. 


To transfer records to the Archives, call 
Historical Resources Branch at 
(613) 996-6578, or fax (613) 943-8112. 


Sessional papers 
of the House 
of Commons 


Public servants who need to find documents tabled in past sessions of Parliament 
may make use of the services of the National Archives. 


Standing Order 122 of the House of Commons calls for the Clerk of the House to 
be responsible for the safe-keeping of all papers and records of the institution. The 
staff of the Journals Branch provide and maintain safe custody of all documents 
tabled in the House, provide information about the papers and respond to requests 
for copies. 


In 1969, the Clerk of the House, in consultation with the then Dominion Archivist, 
arranged for the transfer of sessional papers, test rolls and scrolls from the Journals 
Branch to the Archives. These documents and subsequent transfers form the basis 
of the Archives’ Parliamentary records holdings. 


Sessional papers are periodically transferred to the National Archives and are sub- 
sequently microfilmed. The Archives then sends a copy of the film to the Library of 
Parliament. Journals Branch staff may reproduce copies of requested documents 
from the microfilm or from original documents still in their possession. 


The Archives holdings currently extend from the Sixth Session of the Twelfth 
Parliament, which sat just after the disastrous fire of 1916, to the First Session of 
the Thirty-third, which sat in 1986. For further information, call James Whalen at 
(613) 995-9517. Regarding more recent papers, contact Francine Drapeau, House 
of Commons, at (613) 996-1150. 


Steve Clark 
National Archives of Canada 


National Archives / PA 139684 


After fire destroyed the Parliament Buildings in 1916, the House of Commons sat for four years in the 
Victoria Memorial Museum (which now houses the Canadian Museum of Nature). The photo is of the 
opening session of the thirteenth parliament, which met until May 24, 1918. 
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Developing standards for 
information technology 


The Treasury Board Information Technology Standards 
(TBITS) Program offers a vehicle for the joint development 
and adoption of standards and guidelines that can have 
government-wide application. 


The TBITS program brings together representatives from 
departments and agencies to develop the government’s posi- 
tion regarding the implementation of a proposed standard or 
guideline. The position is reviewed and voted upon by all 
institutions and, when consensus is reached, is approved as 
the government-wide approach. 


The position is documented as the implementation criteria 
section of a TBITS and states “how, when and under what 
conditions” the standard, guideline or technical report should 
be used. Summaries are published in the /nformation 
Technology Standards volume of Treasury Board’s 
Information and Administrative Management manual. 


The Treasury Board Office Systems Standards Working 
Group, for example, brings together representatives from 
over 20 government departments concerned with the man- 
agement of information in office systems. This group is work- 
ing on the development of functional requirements for the 
management of electronic information throughout its life cycle 
as well as government-wide positions on the adoption of 
information technology standards such as Open Document 
Architecture / Open Document Interchange Format 
(ODAVODIF) and Standard Generalized Mark-up Language 
(SGML). 


If you would like more information on TBITS, contact Policy 
and Standards, Information Technology Management of 
the Treasury Board Secretariat. Their phone number is 
(613) 957-2498 and their fax number is (613) 996-2690. 


John McDonald 
National Archives of Canada 


Sue Gavrel 
Treasury Board Secretariat 


Selecting micrographic 
service bureaux 


Most organizations today use micrographic service bureaux 
to convert their information rather than establishing an in- 
house micrographic operation. 


Those responsible for the organization’s microfilming program 
may, therefore, want some assurance that the service bureau 
they select is competent and meets certain objective criteria. 


One of the most widely used guidelines is the Canadian 
General Standards Board’s Criteria for the Evaluation of 
Micrographic Service Bureaux (CAN2-72.19-M85). The 
National Archives, in cooperation with Supply and Services 
Canada, has used the guidelines in the evaluation of the 
micrographic service bureaux currently approved for the 
Regional Master Standing Offer Agreement in the National 
Capital Region. 


The National Archives offers some further suggestions for 
organizations that contract with a service bureau. First, clients 
must have a thorough understanding of both the microfilming 
application and the systems specifications. The specifica- 
tions, normally derived from a feasibility study, must be com- 
pletely documented in the microfilming contract. Second, 
there is no guarantee that acceptable quality will always be 
obtained from the service bureau. Someone in the client’s 
organization should, therefore, be responsible for verifying the 
quality of the microfilm and ensuring that it meets all technical 
contract specifications. 


The National Archives also suggests consulting a related 
standard, CAN/CGSB-72.28-M88, Setting Up and 
Maintaining Micrographic Units, that is useful in assessing the 
facilities and operations of a service bureau. It offers detailed 
guidance on planning for and managing microfilm operations. 
In conjunction with the service bureau evaluation standard, it 
can provide a solid set of criteria for clients and bureaux alike. 


Wayne McCorrister 
National Archives of Canada 
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